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Objectives
Review the basic design of the NHSN 
computer screens and identify the function 
of its elements
Describe the process for adding new users 
to the Facility NHSN profile
Identify the process for setting up facility-
specific locations 
Adding or importing surgeon codes

http://www.cdc.gov/ncidod/dhqp/nhsn_members.html
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When you click on the topic, it expands to 
show the options that are available within 

that topic



Adding a User

When Enrollment process is complete, 
NHSN Facility Administrator adds Users
A person should not get a digital 
certificate until the Facility Administrator 
has added them as a user



To add a new user to your facility, click 
on Users, then click on Add



DDUCK

Create a different User ID for each user you 
create. Use any combination of letters 

and/or numbers but spaces are not used



DDUCK

DONALD

DUCK Enter first and last name 
of the new user







444-198-5555

Phone number and fax are 
optional, but you must 

enter a valid email 
address.



After entering the user information, click on 
save – this screen will appear:

A Facility Admin can 
choose to give a user all 

rights

x



After entering the user information, click on 
save – this screen will appear:

…or rights to one or 
more specific NHSN 

activities

x

x



x

The NHSN Facility Admin can also 
choose make the user an 

Administrative User.  This will allow the 
user to add Locations and Surgeons



x

Once you are more familiar with 
NHSN, if necessary, you can 

customize user rights











Adding a User

Once a user is added, NHSN will send 
the user an email with the following:
– Agreement to follow the Rules of 

Behavior
– Instructions on obtaining and 

downloading a Digital Certificate

NHSN User Start-up Guide
http://www.cdc.gov/ncidod/dhqp/nhsn_members.html

http://www.cdc.gov/ncidod/dhqp/nhsn_members.html


Adding Locations



Adding Locations

Decide which locations you will monitor
– Patient care areas where device-associated 

infections are monitored
– Patient care areas where patients having 

selected operations are housed
Locations must be identified and set up 
before the Monthly Reporting Plan can be 
completed



From the “Facility” section of the Navigation 
Bar, select Locations



Enter a code of your choosing for 
the location

16



Enter a label for this 
location – may be the 

same as the code or an 
expanded name

16



Choose from the dropdown list the CDC 
location that most closely maps to your 

location

16



Choosing a CDC Location Type
Using the 80% Rule

Location: the specific patient care area to which a 
patient is assigned while receiving care in the 
healthcare facility

•If 80% of the patients in a patient 
care area (e.g., pediatric patients 
requiring orthopedic care) are of a 
certain type, then so designate 
that location (in this case, 
Inpatient Pediatric Orthopedic 
Ward).





16



16



The following message will appear, notifying you 
that your new location has been added:

The new location will appear in a list at the 
bottom of your screen



After a new location has been added, it will appear in the 
Locations drop down lists on the data entry screens



The location will also be available in the 
Monthly Reporting Plan



Adding Surgeons

Surgeon codes and 
surgeon names are not 
required in NHSN
Feedback about SSI rates 
to surgeons has been 
shown to be an important 
component of strategies 
to reduce SSI risk*

Haley RW, Culver DH, et. al. The efficacy of infection surveillance and 
control programs in preventing nosocomial infections in US hospitals. Am 
J Epidemiol 1985;121:182-205.



Methods for Adding 
Surgeons

1. Manually enter each surgeon
2. Import surgeon information from a 

file



To add a surgeon to your facility, click on Facility, then 
click on Surgeons



For manual entry of surgeons, enter 
alphanumeric code (required)

200



Enter the surgeon last and first name if you like

200



Status will default to Active
200



The following message will appear, notifying you 
that the surgeon code has been added:

The new surgeon code will appear in a list 
at the bottom of your screen





Importing Surgeons
From the “Add Surgeons” screen, click 

on Import Surgeon Codes



Importing Surgeons

Import a comma delimited file

Code, last name, first name, middle name
200, Bond, James, L
201, Duck,, 



Click on the Browse button to locate the file 
you want to import



Click on Submit and the data 
will load into the Surgeon 

Table





















Questions?

http://www.cdc.gov/ncidod/dhqp/nhsn_members.html
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